ANTE -WRITING:

Before writing you have to think of your own clarity,
Think APT. Audience. Purpose, and Technique.

* Who is your reader? A friend, or a fellow

professional, a superior or subordinate? or a customer?

*  What is the purpose? How important is it?  Is it to

inform or influence? What action do   you   expect
from your reader?

* What is the technique? what language? What form? What

mode of communication do you want to

use? How fast do you want to reach the reader?

If you don't think APT, what you write may not be what you mean and what ought to be done
will remain undone; for he may not understand what you write. If he understands, he may not
accept what you say.
If he accepts, he may not act the way you wish him to. Even if he does, he may not act in time.

Think of your attitudes right. At this stage it is worthwhile to check your attitudes towards the

audience and the purpose.

Your initial reaction could be
defensive, evasive, ambiguous
and rule-minded. DEAR.
Although dear to you, it may
cost you or your company dear:
You may lose a friend, or your
company a customer. You may
annoy a superior or displease a
subordinate or a colleague. Both
you and your company can lose
in the process.

Your one purpose is to persuade
the reader. You may be a good
marketing manager but may not
use marketing approach in writ-

j
to your readers.